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ACCOUNTS RECEIVABLE

INVOICE PROCESSING

Chapter 5

Other Customer Invoice Processes



2

AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

5 - 2

DISPLAY DOCUMENT – FB03

This transaction is used to view posted 
documents.

You may also use this transaction to find 
document numbers for posted documents.
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Type in Document number or Reference number 
to view document.
Press enter or click Green Check.
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If the document number is not known, or you wish to find specific 
types of documents, or all documents on a specific date, click 
Document List button.

Use the Document List to search for documents using different criteria.
The Document List is a versatile and valuable tool.
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Enter criteria for the document 
you wish to find.

You may enter a document type, a posting date or range of dates, etc.  
NOTE:  Since the posting date keyed may not be the same as the entry date, use the entry date field to 
see all documents entered on a given date.
Click on the Dynamic selection icon to further identify your search for a document.
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To search by user name, enter the user’s logon name. 
After further search criteria is entered, green arrow back to previous screen. 
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Execute.
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Double click on a line to view individually.
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Click buttons to view each line item

Green arrow back.



10

AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

5 - 10

To view accounting documents, click Environment on the Menu bar
and select.
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Select which you would like to view and click.
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Upon completion of view, click to exit display.
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DISPLAY DOCUMENT – FB03

This transaction can also be used to locate 
checks received or other posted documents 
using the reference field.
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If Document display using….Reference no. is not on your screen – select the Editing options button.
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Click box and save.

Message will appear, green arrow
back to initial screen.
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To locate by check number, enter the check number,
press enter.

If more than one document contains the same reference information you will receive a Pop-up box with 
the message “Several documents exist for the selection criteria”.  Press enter or click the green check.
A list of the documents with the reference number will be displayed.  Double click on the individual 
documents to view detail.
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Line items posted to the ref. doc. will be displayed.

If a customer payment is located that has been misapplied or deposited incorrectly, contact the AASIS 
Support Center for assistance.
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CHANGE DOCUMENT – FB02

This transaction is used to change a 
document.  Changes may only be made to 
text and assignment fields.  
Accounting information cannot be changed.
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Type in Document number to change.

Click to see first line item.
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The fields available for change are in red.
Make desired change.

Click to go to next item.
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Make desired change.

Click to add Header data.
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Complete desired data, green check.
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Click to save changes.
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REVERSE DOCUMENT – FB08

This transaction is used to reverse a 
document created in error.  
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Type in Document no. to reverse.

Type in Reversal reason or select
possible entries icon for reason.
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Highlight and double click reason.

Select 01 or 02 only.

Not currently used by
AASIS.
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Click to review before reversal.

REVERSAL REASONS:
01 – Reversal in current period – DO NOT enter a posting date.  The posting date of the original 

document will default.
02 – Reversal from a prior month – enter the current date as the posting date.
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Review, then click to return to previous
screen to post.
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Click to post.
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Document posted.  Now do transaction FB03 to display posting.
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Posting has been reversed.

You may toggle between the original document and the reversal document by clicking on Rev. doc. For 
or Rev. doc. by.
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RESET CLEARED ITEMS - FBRA

Transaction FBRA is used if a customer document 
that has already been cleared needs to be 
reversed.  The cleared item must first be reset by 
completing this transaction before the reversal 
(transaction FB08)  of the original document can 
be completed.
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Enter Clearing document number
and Fiscal year.

transaction FBL5N – Customer Line Item Display can be used to locate the clearing document number.
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Locate the Clrng. doc. number.
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Enter and save.
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Pop-up box will appear, click
Resetting and reverse.



37

AASIS Support Center
Revised September, 2005

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

5 - 37

Another Pop-up box will appear, choose Reversal
reason from possible entries icon and enter Posting
date, click green check or press enter.
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Message will appear that clearing was reset,
click green check or press enter.
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Message that document posted will appear.
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Return to FBL5N to review posting.  
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PROCESSES FOR REDUCING 
DATA ENTRY

There are functions within Accounts Receivable 
that can reduce data entry:
• Entering a customer invoice with a reference 
• Creating an account assignment template
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CUSTOMER INVOICE WITH REVERENCE
Transaction FB70

Transaction FB70 is used to post a customer invoice with 
reference. The following example is entering a customer 
invoice with a reference.

Data entry can be reduced by using a reference invoice when 
multiple customers will be billed using the same GL (Revenue) 
line(s).
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From the Menu bar, click Goto 
and select Post with reference.

In transaction FB70 go to the Menu Bar, click Goto and select Post 
with reference.
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Type in the referenced document number,
press enter.

Type the referenced document number and press Enter.
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At this point you can make any necessary changes to the referenced
document.  We are going to change the customer number and amount
in this document.  

Changes must be made to the Document date, Posting date and 
Period if the reference document is from a prior fiscal period.
Data for the customer line is displayed at the bottom of the screen.  
Posting key 01 will be the debit to the customer account.  
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Enter new customer number in the Account field or 
select from possible entries icon to select.  Press
enter or click the green check.

Change Customer Number in the Account field and press Enter.
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Double click on the first line item.

To make changes as needed to the Customer line item information,
double click on the first line item.
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Update the line item information, e.g.,
change amount and Discount Base.

ALWAYS remove previous Assignment number.

Update or change the line item information. In this example, 
change the Amount and the Discount Base Amount.

Note:
ALWAYS remove the previous Assignment Number.
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After change is made, click 
document overview.

After changes have been made, and the Previous Assignment 
Number has been removed, click the Document Overview Icon.
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Double click second line item.

Double click the second line item to make any needed changes to 
the Revenue line item information.
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Change amount.

Change the amount.
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After change is made, click
document overview.

After all changes are made, click the overview icon.
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When document is in balance,
click to post.

When changes have been made and the document is in balance, 
click the Post Icon.
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Message will appear with document
number indicating document posted.
Press enter or click the green check.

A message will appear with new document number indicating that 
the document  posted.
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CUSTOMER INVOICE 
Account Assignment Model

Transaction FB70 is used to create an Account Assignment Model. Account 
Assignment Models will hold the GL line posting data to be used for multiple 
customer billings.  The customer information must be entered each time an 
assignment model is used.

You can save account assignment details entered in the data entry 
area as a personal template. 
Each time you choose the template, the same document details are
displayed.
You can change, add to, or delete the proposed data to meet your
requirements.
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Complete steps as usual for
completing invoice.

Click.

To create an account assignment template, create a Customer 
Invoice.
Click the Tree On Icon.
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Display of existing account assignment 
templates will appear.

Display of existing account assignment templates will appear.
Once your template is created, it will appear here.
Double click on your template and the previous document line 
items will populate the data fields.
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On the Menu bar, click Edit and select
Account Assignment Templates, Save Account 
Assignment Template.

On the Menu bar, click Edit and select Account Assignment 
Templates and then click Save Account Assignment Template.
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Type in a name for the Act. asst temp.
Choose a name that is relevant to the
process and is easy to locate again.
Click Continue.

Type in a name for your Account Assignment Template that is 
relevant to the process and will be easy to locate.
Click Continue
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The template has been saved and appears on the tree.

Click to post invoice.

The Template has been saved and appears on the Tree.
Click to post the invoice.
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CUSTOMER INVOICE – USING AN 
ACCOUNT ASSIGNMENT MODEL

The following example is using the account assignment template. 
An account assignment model will retain the G/L line information.  The 
customer header data will have to be entered each time.
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Enter in Customer and 
Invoice date.  Press Enter or
click Details tab.

When you return to transaction FB70 the Tree will appear on the 
left of the screen if you did not turn it off.  To not have the tree 
appear, click Tree off.
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Enter Business area.  Select
Payment tab.
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Enter Reason code.
Click Basic data tab.
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On the Menu bar, click Edit and select Account 
assignment template, Select Account Assignment 
Template or double click on Account assignment 
template in the tree.

There are two ways to access your template.
The quickest and easiest is to double click on the name of your 
Account Assignment Template.
Or go to the Menu bar and click Edit > Account Assignment 
Template.
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Type in the name of the Account
assignment template, click Continue.

To access the Account Assignment template from the Edit, Select 
Account Assignment Template path, type in the name of your 
Template here and click continue.
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All of the G/L information defaulted to current invoice 
from the Account Assignment Template.

Click to post.

When the account information defaults, changes may be made to 
the amounts and the cost centers, if desired.  However, remember
the debits and credits must balance.
Click to post the document.
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RECURRING ENTRIES

Recurring accounts receivable entries are 
business transactions that are repeated regularly 
with the exact same posting information.  
Recurring entries can be defined for G/L accounts, 
customers, or vendors.  The following data 
remains unchanged in recurring entries.
• Posting keys
• Account
• Line item amounts
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ENTER RECURRING ENTRY – FBD1

Transaction FBD1 is used to record data into a 
recurring document. The recurring entry posting 
program uses this document as a basis for creating 
accounting documents.  The recurring document 
specifies exactly when the system should carry out a 
posting using the data contained in it.
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Upon completion of fields, press enter.

Enter the following”
• First run on – the first posting date for the recurring document.
• Last run on – the last posting date for the recurring entry
• Interval in months – the interval can be monthly, every 2 months, 

3 months, etc.
• Run date – the day of the month to be the posting date may be

specified.  If the run date is left blank the system will default to the
date entered in the “First Run On” field.

• BE SURE to select the “Copy texts” box.
• Document type – DR
• Reference and Doc header text – optional
• PstKy – 01 (Invoice)
• Account – Customer account number
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Upon completion of fields, press enter.

Enter:
• Amount –monthly (periodic) invoice amount
• Bus. Area – your business area
• PstKy – 50 (Credit entry)
• Account – revenue G/L account number
NOTE: DO NOT ENTER TEXT ON TEXT LINE ON THIS 
SCREEN (CUSTOMER).  TEXT WILL BE ENTERED ON TEXT 
FIELD ON G/L SCREEN.
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Upon completion of fields, press enter.

Enter:
• Amount – enter the monthly amount again
• Cost center 
• Text – enter desired text – NOTE: Text must be entered through 

the Long text button as on Customer Invoice (see slides 19-22)
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Click the overview icon.
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Click to save.

All entries must be in balance.
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Document number will be displayed.

The document number will be displayed at the bottom of the 
screen.
NOTE: This is NOT a posted document.  The entry is not posted 
until the recurring entry program is executed each month by the 
AASIS Support Center.  Upon completion of the postings, a system
message is sent out stating that recurring entries have been run.  
User may then print customer invoices, transaction ZINVC.

All recurring entries are to be submitted to DFA Office of 
Accounting for approval prior to the first posting date.  All 
changes and/or deletions of recurring entries will be done by 
DFA Office of Accouting.
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RECURRING DOCUMENT 
TRANSACTIONS

The following are additional transactions for recurring 
documents:
• FBD3 – Display Recurring Document –

allows you to display recurring documents.
• FBD4 – Recurring Document Changes –

allows you to view any changes made to
recurring documents.


